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Navigation: If the tutorial opens up in your web browser, simply click your mouse to 
advance to the next slide. Use the “Backspace” key to go back. If the tutorial opens in the 
PowerPoint application, click on “F5” to view the tutorial. Use the spacebar or click your 
mouse to advance to the next slide.  To go back, click on the “Backspace” key. To save 
the tutorial to your hard drive, right click your mouse over the “Here” link and double 
click on “Save Target As…”. Then select the location on your hard drive to save the file.

This basic tutorial will take you step by step 
through a typical shopping session. The 

tutorial will also point out many of the exciting 
features GSA Advantage! has to offer.



Anyone can search for items on Advantage 
by entering keywords in the “Search” box. 
However, if you wish to purchase products, 

you will need to obtain a “User ID” and 
“Password” and to “Login”.

If you already have a “User ID” and “Password” you can 
enter them in the “Login” box to begin shopping.

To create your “User  ID” and 
“Password” click on this link.

Welcome to the GSA Advantage Home Page!!



On the registration form, make sure 
to fill in all fields marked with a “*”.  

All other fields are optional.

Enter your shipping address in 
this area. This will be the 

“default” address where your 
items will be shipped, unless 

you specify a different address 
during checkout.



Enter a valid e-mail address so we may 
notify you of the status of your orders.

Enter a six (6) character “User ID” and an eight 
(8) character “Password”. You will need both of 

these in order to purchase products on Advantage. 
Make sure to record this information.

Fill in your mothers maiden 
name or any other single word 
you can remember in this box. 

We will use this answer to 
help identify you should you 

forget your login information.

If you forget or lose your “User ID” and/or 
“Password” select “Click Here” in the 

“Login” box on the Advantage Home page to 
retrieve your “Login” information.

Click on “Register” to submit your 
information and to begin shopping!



You can begin shopping by 
entering keywords in the 

“Search/Browse” box.

Your two most recent 
Advantage! orders will be 

displayed here. To view the 
order, click on “Details”.

If you are only purchasing NSNs, try 
using the “Quick Order” feature. Just 

click on the “Go” button to begin 
entering your NSNs.

Upon entering your “User ID” & 
“Password” on the “Advantage 
Home Page”, your personalized 
home page will be displayed.



Use the refined search to 
conduct a “Search Within 
Results”. This will help you 
further narrow down the 
number of items displayed 
from your initial search. 

For many items, Advantage will alert 
you when more than one vendor 
supplies the same product.  This will 
allow you to easily compare vendors to 
make a “best value” selection. Look 
for the “Additional Sources” link.

You can view detailed information 
about the product by clicking on 
the “NSN/Mfr Part No.”.

The “Search Results” page displays 
a listing of the items that matched 

your keyword search.

If you are ready to purchase, enter 
your “Qty” in the box and click on 

“Add to Cart”.



If your shipping 
address is not 
CONUS, make sure 
the vendor ships to 
your location.

If multiple vendors are displayed, click the 
button of the one you wish to purchase from, 
enter your “Quantity”, then click “Add to Cart”.

The “Product Detail” page 
displays important product 
information including price, 
unit of issue, min/max order, 
warranty, F.O.B., etc.. Review 
this information thoroughly.



You may park the cart at any 
time by clicking on the “Park 
Cart” button.  The cart can later 
be retrieved by clicking on 
the“Your Parked Carts” link.

The “shopping cart” contains the 
items you have selected to purchase.

To change your shipping 
address, by line item, click here:

If you make any “Qty” changes 
to the cart, make sure you 
click on the “Update Cart” 
button.

When you are finished 
shopping, click on the 

“Checkout” button.



Purchase card customers may 
select a card from the one(s) 

entered in their “Profile”.

After clicking “Checkout” you 
will need to select a payment 

method. This is “Step 1” of the 
checkout process.

Or, you may enter a new Purchase 
card in the boxes provided. 

If you are ordering GSA items, you 
may select from two billing options. 
Choose “Line Item Billing” to see each 
item listed on your Purchase card 
statement. Select “Consolidated 
Billing” to see only one line with the 
total for your entire order. 

If you are purchasing NSNs, 
you may pay with your “AAC”.

Upon selecting your payment method, 
click on one of the “Continue” buttons 
to submit your information and 
proceed to “Step 2”.



“Step 2” of the checkout process, 
verifies your personal data and 
shipping address information. 

Check your “Customer 
Information”. Click on 

“Update” to make changes.

Your “default” shipping 
address is shown here.  If no 
address is displayed or you 
wish to use an address from 
your “Profile”, click on the 

“Edit” button.  If you enter a 
new address in these boxes, it 
will be used for this order only 
and will not be saved in your 

“Profile”.

Enter the name and phone 
number of the individual who 

is to receive the order.

Click “Continue” to go to “Step 3”.



If “yes” is displayed under 
“FOB Origin”, there may be an 
additional shipping charge 
added by the vendor.

“Step 3” allows you to 
review and edit your 
“Purchase Orders”.

Click on the “PO No.” link to 
view each purchase order.

Vendor contact information is 
available by clicking on the 
“Vendor” link.



If you wish to enter your own PO 
Number, you can delete the 

computer generated number and 
add your own in this field.

Enter “Mark for” 
information in this 
box. You may also 

enter “Inside 
Delivery” requests in 

this field.

Carefully review all information 
on the “Purchase Order”.

When you are finished 
reviewing the PO, click on 
“Process Order”.

If you have specific 
instructions for the 
vendor, enter them in 
the “Notes” box.



Remember, to review all purchase 
orders, you will need to click on each 
individual “PO No.” listed.  

When you are finished editing 
each PO, click on the “Process 
Order” button. After clicking 

this button, you will no longer 
be able to view any additional 

purchase orders.

To cancel a PO, check the 
“Cancel Order” box.



If you would like to receive a 
fax copy of your order, enter 
your name and fax number in 

the appropriate boxes and 
click on “Fax Back”.



When all purchases orders 
have been processed, an 
“Order Confirmation” will be 
displayed. Please print this 
page for future reference.

Your have now successfully checked 
out and your order is complete!!



The “Update Information” 
section allows you to edit 
you personal information 
including your name, 
address, agency, e-mail 
address, etc. This is the 
data you entered during 
registration.

Let’s now look at the features of the 
user “Profile”. This can be accessed 
by clicking on the “Your Profiles” link 
at the top of any page.



FEDSTRIP customers may update 
their ordering information by 

selecting this link.



The “Address Book” contains 
your shipping information.

Addresses can be 
viewed by clicking on 
the “Address Name”.

You can remove an address by clicking on the 
“Address Name” link.  When the address 
appears in the box above, click on “Delete”.

An additional address can be 
created by clicking on the “New 
Address” button.  You must 
enter an “Address Name” and 
fill out the data in the blue box 
on the right.

You should select one 
address to be your 
“Default Address”.  This 
will be the address 
where orders will be 
shipped, unless you 
specify otherwise. 



All Purchase card and AAC 
information is saved here.

You can update a Purchase cards’ 
expiration date by clicking on “Edit”.

Additional Purchase cards may 
be entered here. Or you may 
add an AAC in the boxes 
below. You may also enter 
additional payment methods 
during “Checkout”.

Your method of payment 
information may be viewed 
by selecting this link.

If you are no longer using a Purchase 
card or AAC, you can remove it by 
selecting “Delete”.



The “Your Orders” page 
displays the complete history 
of all your Advantage orders.

Click on the “Session Number” 
link to check the status or view 
details of a specific order.



Contact the vendor directly to 
check on the status of your 
order. Click on the “Vendor” 
link for phone and fax number 
information.

You may enter a cancellation 
request by entering a check in this 
box. Remember, items with one (1) 
day delivery cannot be canceled.

The status of your order will 
be displayed under “Status”.

Here are the details of 
Advantage session # 71344.



View parked carts by clicking on 
the “Your Parked Carts” link.

If a cart is password protected, 
enter the “Cart Number” and 
“Password” here. Then, click on 
“View Cart”.

Click on “Add Parked Cart to 
Shopping Cart” to add the items from 
the parked cart into your current 
shopping cart.

You may also forward a cart to 
another person, via e-mail, by 
clicking on “Forward Cart”.

To view items in the cart, click 
on “View Parked Cart”.



Here are some additional features 
available on GSA Advantage!:

The new GSA Advantage! e-Buy 
system allows you to prepare RFQs 
for products and services which are 
offered from GSA Schedule vendors.



Search the new and improved 
Schedules e-Library for the latest 
schedule contract award data. 




	

